#’EPA Terminology System
W and Services

EDITOR’S TRAINING MANUAL

Data Standards Branch
EPA / Office of Environmental Information

January 2009



TABLE OF CONTENTS

EPA TERMINOLOGY SYSTEM AND SERVICES ....ciiviiiiiiriiiiiiiiieiiee sttt sre sttt sne s ne b siessneasneesressnne s 1
TFAINTNG OVEIVIEW. .....ettiteitiet ettt b et bbbt bt bt e b e bt bt e s et bt b e e b e e b e ke e b e e bt eb e e s bt bt ebe e bt e b e e b e s enns 1
Introduction to the EPA Terminology SyStem and SEIVICES........ccucciiiiiiiiiiiiee e cee e re e re e sre e ae s 1
Ao R e Yo Tor- 11U ] - 1 USROS 3
ROIES BN PEITNISSIONS ...ttt bRt r e et b e r e nn e renr e e eneane s 4
FiNding oUt MOre ~ RElAtEA RESOUICES.......cccuiiiiiiiiiiaii ettt b e bt et e s b e b e e be e beeasbeesbeesbeesnnaans 5
1.0 GETTING STARTED - LOGGING IN, SELECTING A TASKVIEW & SEARCHING, LOGGING OUT ............ 6
1.1 Logging into the Terminology SYSIEM .........cveiieiieiie e se et e e te et e e e saeesaeennes 6
1.2 VIEWING EXISTING TEIMNS ...ttt sttt ettt ettt h bttt eb e sb e bttt esb e s be e e st e e b e e sbeeesbeenbeenaee e 6
1.3 Finding a Term in a Specific VOCADUIAIY ... 8
1.4 Viewing All the Terms in @ VOCADUIAIY ..........coviiiiiiicii et s 8
1.5 Logging out Of @ VOCADUIAIY.......cc.oiiiiiiiiieie e e 10
2.0 CREATING AND MODIFYING GLOSSARIES AND LISTS OF TERMS & DEFINITIONS.............. 10
2.1 Adding Terms and Definitions to an Existing VOCabulary ..o 10
2.2 Adding Definitions to an EXIStING TEIM.......cciiiiiiiiiiieie ettt 12
2.3 Deleting Definitions and TEIMS ......couiiiiiiiiieii ettt sb et sbe e sbe st e b 14
2.4 Adding and Deleting categories to an exiSting teIM .........ooiiiiiiiiiie e 16
3.0 CREATING AND MODIFYING TAXONOMIES AND THESAURI ......ccccooiiiiiiiicece s 18
3.1 Adding Terms to an EXiSting HIGrarchy ...........occooiiiiiiiiii e 18
3.2 Adding Term RelatioNShiPS . ....veiveeieiiieie ettt e e e be e e e eeaeenreennes 19
3.3 Modifying Term RelatioNShiPS .......ccuiiiiiiii it 22
4.0 PUBLISHING A VOCABULARY ...ttt sr et n e ane e nn e 24
50 SETTING UP ANEW VOCABULARY ....oooitiiiiitiieeeese st 27

EPA Editors’ Training Manual, January 2009 Page i



EPA TERMINOLOGY SYSTEM AND SERVICES

Training Overview

The EPA Terminology System and Services is a system to create, modify, manage and publish
terminology systems, including glossaries, classification schemes, taxonomies, and thesauri.

This training manual consists of the following main sections:

An Introduction to the EPA Terminology System and Services
Getting Started — Logging on, Selecting a Taskview and Searching
Creating and Modifying Glossaries & Lists of Terms and Definitions
Creating and Modifying Taxonomies and Other Hierarchies
Publishing a Vocabulary

Setting Up a New Vocabulary

VVVYYY

The training begins with a general introduction to the EPA Terminology System and Services.
This is followed by two modules—one for vocabularies that are simple terms and definitions and
the other for vocabularies that have hierarchical structures. You may work through both
components or focus on the vocabulary type in which you are most interested.

Each training module provides step-by-step instructions on performing a series of functions.

» Steps that you should perform are presented in bold.

» Strings to be entered as exact input are presented in UPPERCASE.
» The system response is presented or described in italics.

» Explanatory text is in regular font.

Introduction to the EPA Terminology System and Services

The EPA Terminology System and Services is an online web-based system for creating,
maintaining, searching and publishing vocabularies. This system consists of five components:

Content

The EPA Terminology System and Services is a repository of terms of importance to the EPA,
its stakeholders and partners. It currently includes a selection of vocabularies, including those
that were in the system’s predecessor, the Terminology Reference System (TRS). Some
vocabularies have been archived until their quality and timeliness can be assessed. The
remaining vocabularies are in an Active task view. The vocabularies that you can see and the
functions you can perform are managed by a series of task views which group vocabularies
together and by permission levels assigned to your user account.
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The content includes:

» Terms and definitions from environmental regulations and laws

» Glossaries, term lists and hierarchical terminology resources produced by EPA programs
» Glossaries, term lists, and hierarchical terminology resources from state and other
partners

» The GEMET (General Multilingual Environmental Thesaurus) from the European
Environment Agency, including the Americanized English version contributed by EPA

Tools
The main tool of the EPA Terminology System is Synaptica by Factiva from Dow Jones, a
commercial-off-the-shelf product to create, store, maintain, and distribute vocabularies. The

functionality provided by the Synaptica tool is the main focus of the Editors’ Training Manual
which is available from the Resources page.

Figure 1: Terminology System High Level Data Model

. v
-
.

Used with permission of Factiva. This diagram is
proprietary and not for redistribution.

The Terminology System is based on a data model that can accommodate various types of
vocabularies from simple code lists to terms and definitions to complex hierarchies (see Figure
1). The Terminology System also contains metadata about each VVocabulary. The vocabularies
contain terms which may be linked by one or more relationship types. Terms may have extended
attributes such as note or source fields.

Currently, there are two main types of vocabularies in the EPA System:

» Terms and definitions (non-hierarchal)
» Terms organized into hierarchies, such as taxonomies and thesauri
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Governance

Collaborative governance approaches are being developed that will support consistent
development of vocabularies across EPA in order to promote search and re-use; and bring
communities of interest together to create terminology, definitions, and mappings/documentation
of differences. Several governance structures have been developed to date, and can be accessed
via the Terminology Services web site. Additional information about best practices in vocabulary
development and governance is provided in the Terminology Development and Management
Manual: A Guide for Editors.

Services

e Machine-to-Machine Services

APIls and Web services are available that allow other systems to access the vocabularies
managed in the Terminology System. For more information on how to get access to the Web
services, see Section 11.2. For APl and Web services documentation, see the Terminology
System and Services Resources web site.

e People Services

A series of other services are available to support your vocabulary efforts. Individual or group training
sessions can be provided tailored to the needs of your group. In addition, the Terminology Services team
within the Data Standards Program is available to consult with you about the design of your vocabularies,
to discuss appropriate governance structures and procedures, to discuss the integration of your vocabulary
with other systems, to help with the import of existing vocabularies into the Terminology System, and to
develop customized reports to support the management or publication of your vocabulary.

What is a Vocabulary?

A vocabulary is a grouping of terms that have something in common. Vocabularies may come
from a particular subject area, such as drinking water; a document or event, such as a law or
regulation that has been passed; or the work of a particular EPA program, project, stakeholder,
or partner, such as a glossary published by an EPA Regional Office.

Each vocabulary in the Terminology System is described in the Vocabulary of Vocabularies, a
taskview that consists of the Vocabularies file which contains metadata for each vocabulary.
Included in the Vocabularies file is the language(s) of the terms, the source, the publishing
organization, the editor’s contact information, etc. More detail about this file can be found on the
Terminology System and Services Resources web site. This file is accessed by the read-only
interface to provide a list of the vocabularies and information about them. Each vocabulary is
given a vocabulary type, which is closely related to the structure. The vocabulary types are
managed in the Vocabulary Type file. For example, of the types listed below, the Glossary and
Key Word Lists are simple terms with or without definitions. Taxonomies and Thesauri have
hierarchical structures and may or may not have definitions. To date, the following vocabulary
types have been defined for the Terminology System.
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Vocabulary Type Definition

Glossary and Key Word List  Terms from a subject, field or project which may have

definitions.

Taxonomy Terms organized into broader-narrower relationships
based on some presumed natural order.

Thesaurus Terms related by broader-narrower, synonymous,

associated (related) and other more specific relationships
based on international or national standards.

Roles and Permissions

The Terminology Services Coordinators are responsible for supporting vocabulary developers by
maintaining the EPA Terminology System and providing related services. They set general guidance for
the use of the system and promote the use of the system through training and outreach. System
Administrators support the Coordinators by performing specific activities for vocabularies in the EPA
Terminology System. These functions include creating vocabularies, extending the attributes, assigning
and modifying permissions, creating new relationship types, and supporting the development of reports.

Your Terminology System profile dictates which vocabularies you can access and what you can
do with each vocabulary. Levels of access and permission ensure that the changes to the

vocabularies in the Terminology System are performed by the appropriate people and as part of
an agreed upon workflow. These profiles are created by the Terminology Services Coordinator.

The following list provides a general description of the roles and general functions that can be
performed.

» Administrator
— Set up vocabulary metadata
— Replicate vocabulary models
Add data elements to vocabularies
Control taskviews (user profiles)
— Set permissions

> Editor
— Add, deactivate and delete terms
— Add and modify relationships
— Add, delete, and modify other content such as definitions

» “Public”
— Read-Only Access depending on taskview
— Comment to the editor or the Terminology Services Coordinator via standard
comment box

The vocabularies, roles, and permissions are controlled by the user’s taskview. The taskview
provides flexibility in that a person can have editor's access (creation and modification
privileges) to one vocabulary and read-only access to another. The taskview allows the same
vocabularies and permissions to be granted to a group of users.
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Finding out More ~ Related Resources

Additional information about the Terminology System and Services is available from the Terminology
System and Services Resources web site. It provides access to the other manuals mentioned in this
document, more detailed manuals from the vendor, and presentations about this project.

The Resource site is available at http://epatss.infointl.com
[user=etss_user]
[password=ssteape_1]

For more information, contact:

Michael Pendleton

Terminology Services Coordinator
EPA, Office of Information Collection
Pendleton.Michael@epa.gov

(202) 566-1658
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1.0 GETTING STARTED - LOGGING IN, SELECTING A TASKVIEW &
SEARCHING, LOGGING OUT

The first steps in accessing the Terminology System and Services are the same regardless of
the type of vocabulary. This section will teach you how to:

Log into the Terminology System
View existing terms

View a whole vocabulary

Log out of the Terminology System

YV VYV

1.1 Logging into the Terminology System

Enter the Terminology System by entering http://www.epa.gov/etss from your browser. Note
that the System works best if you use Internet Explorer.

A windows log-in box is displayed.

Enter your User ID and Password. If you have not been assigned a User ID and password,
have forgotten your User ID and Password, or find that you have trouble logging on because
your password has expired, contact the Terminology Services Coordinator.

If the User ID and Password are accepted, the editor’s page is displayed. This page presents all
the taskviews available under your account.

1.2 Viewing Existing Terms

Select a Taskview. In this case, the Training Taskview

&7 Synaptica @KMS - Microsoft Internet Explorer [BE

File Edit View Favorites Tools  Help "

Oﬂa(k - Q \ﬂ E'I _;j /-‘:SEarzh ‘-:"‘\?Favnntes e - & - @ ﬁ 3

Address | €] https:/fetss, epa. govfhomejhomepage. asp v| B e

Taskviews | Search  Tree Browse  A-ZBrowse Add  Reports Tools  Admin

Taskviews
Taskview: Please Login; User: Nikkia Andersor; Permission: 54
Login to a Taskview from the selection below:

* Active Vocabularies
Cortains all active vacabularies. i exciudes those in the archive, the training, testing and loacing vacabuleries. Includes the facets of the Web Taxonomy:
+ Archive
Cortains vacabularies that are no longer actively presented to users.
+ EPA Staging Taskview
Staging area for imported EPA files
+ Federal i i
Cortains terms and concepts concerning Federal Enterpriss Architecture
+ Gemet
Gemet Laad View
+ Guest Taskview
Cortains hierarchy and glossary views to be used by guests for demos or training.
+ ORD Taxonomy
Teixonoimy for the ORD Group
 Personal Glossaries Taskview
Cortaing personalized user glossaries bl by favorie relationships ta terms in the Adtive Vocsbularies.
» Quality Glossary Taskview
Catains & pratatybe quality dlossary vocabulary for the EPA Qualty Office
* Test Taskview
This contains test vocakularies.
 Training Taskview
Thiss Taskview contains ol training vocabulariss. Some are general and most are names for the tranee
+ Vocabulary of Vocabularies
Databases of vocabulary names and vocsbulary types
» Web Taxonomy - Faceted
Groups ol the WET tacet vocabularies under a single taskvisw.

Log Out of Synaptica

&) pane S & Internet
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Click on SEARCH in the upper left portion of the screen.
A search form will open in the left frame.

Enter WATER in the search box. Choose a Search Mode:
There are six search modes available for creating searches from the most general to the most
specific.

1. Smart: This mode retrieves all terms that contain words or parts of words entered in the
search field (1-3 search terms are allowed).

For example: Entering “water drink” in the search field yields 45 results, including
“drinking water,” “Safe Drinking Water Act,” and “Primary Drinking Water Regulation.”

2. Begins: This mode retrieves all terms that begin with the characters entered in the search
field.

For example: Entering “drink” in the search field yields results, including “drinking
water,” “Drinking Water Glossary,” and “drinking water supply.”

3. Contains: This mode retrieves all terms that contain the characters entered in the search
field.
For example: Searching “water” result in “waterbody use,” “waters,” and
“watershed.”

4. Exact: This mode retrieves all terms that exactly match the search word or phrase

For example: Entering “watershed” in the search field yields all of the instances of
the term “watershed” in the Terminology System vocabularies.

5. Range: This mode retrieves all terms within an alphabetical range, and cannot be used with
any terms in the search box.

For example: Selecting “G” in the “Begin” filed and “H” in the “End” field yields all the
terms beginning with the letters “G” and “H.”

6. Specific UID: All terms in Synaptica have an UID (Unique ID), which is unique and persistent
to the term and its object class across all object classes. This mode retrieves
terms based on their UID; if used, all other criteria are ignored when the search
is initiated.

For example: Entering “1001180” in the specific UID search field yields the
term that has that UID.

Once a search mode has been chosen, Select START SEARCH at the bottom of the page.
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A list of terms from all vocabularies in the taskview is displayed on the right side of the page
with the vocabulary in parentheses after each term.

Click on a term to view its details, including a definition, if available.

1.3 Finding a Term in a Specific Vocabulary

Follow the steps in Section 1.2 above, but prior to selecting the start search button,select
an Object Class (Vocabulary).

Select the vocabulary from the list in the middle of the search screen. (To select multiple

vocabularies, hold down the control key.)

A list of “water” terms from only that vocabulary(ies) chosen is displayed on the right side of the
page.

‘@ Headword Advanced Search Form - Microsoft Internet Explorer E]
{ Fle Edt Vew Favorites Tools Help e
OO HEG P fem @ 2 5B LOE B
: ach > ' ﬂ - search ¢ Favarites €3 ! d
: Address ‘@ https:ffetss.epa.gov/thes/search_headword_input_ady.asp [v] @
~
5ynaptica® from Dow Jones ning Tasky Useri Mikkia Andersen; Permission: SA Wersion 7.0,1 Log Out Help
Taskviews  Search | Tree Browse A-ZBrowse Add Reports Tools  Admin
Search
Search Type Search Results
Search Phrase: water * community water system (Training Drink Water Glossary)
@Smart OBedins (O Contains () Exact e finished water (Training Drink Water Glossary)
® ground water (Training Drink Water Glossary)
[Juse wildsarcs . i ity water system (Training Drink Water Glossary)
o ® raw water (Training Drink Water Glossary)
) Range - Begin End: & secondary drinking water standards (Training Drink Water Glossary)
- & source water (Training Drink Water Glossary)
. & surface water (Training Drink Water Glossary)
O Specific UD & transient, non-community water systen (Training Drink Water Glossary)
or » watershed (Training Drink YWater Glossary)
() Use advanced fiters only
10 tems Found =
Object Class:
ambramer_training_thes A
dmann_training_thes
DRedman Hierarchy b2
atesiory:
Srience
Water
Start Search Reset Search
Sub-Element Filters
Date filters
Status Filters
EIF ing Options
Start Search Reset Search
[v]

&] Done S @ Internet

Click on aterm to view its details and definition.

1.4 Viewing All the Terms in a Vocabulary

Click on the Training Taskview and select your Term-Definition Vocabulary from the list.
If you do not find this vocabulary, contact the Terminology Services Coordinator to have
it created.

Click SEARCH.
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Select the Range search mode, with the default range A to Z.

Click on the Object Class. Select the TRAINING DRINK WATER GLOSSARY.

{@ Headword Advanced Search Ferm - Microseft Internet Explorer o (=

© File Edit Wiew Favorites Tools  Help ?
O O WA G P e @ 223 LOE B

{ advess | €] hitpssjfetss.epa.govithes/search_headvord_input_adv. asp7sfrom=grlear=1 Bz E

Synaptica® from Dow Jones Taskulew: Training Task sert Mikkia Andersan i S Wersion 7.0.1 Loq Dut Help

Search Type
O smart O Beging () Cortains () Exact
[ use widcards

or

O Range - Begin |2 [v] Enc:
or

Ospecificun: |

or
(%) Use advanced fiters only

Object Class
sholtk_training_thes ~
scouchara_fraining_thes
stagan_training_thes

Tazonomy Training
Treining Drink Viater Glossary]
Trsining_Thes
Catesory:
Science
wister

Start Search Reset Search

Sub-Element Filters

Date filters L
Status Filters
FF ing Options
Start Search Reset Search
(]
&] vone S & Internet

Click START SEARCH.

All the terms in the TRAINING DRINK WATER GLOSSARY are displayed.
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‘@ Headword Advanced Search Form - Microsoft Internet Explorer u@]w
'ifa

i Fle Edt View Favortes Tools  Help

: eﬁatk - \ﬂ @ h /,_‘lsearch ‘i_‘:{Favnr\tEs & (- :’, - _] @ @3

address (@] https:jetss.epa.govithes/search_hesdword_input_adv.ssp B> E
~
Synaptica® from Dow Jones
Taskviews Search Tree Browse A-Z Browse Add Reports Toals Admin
Search
Search Type Search Results
Search Phrase « action level (Trairing Drink Water Glossary)
O Ssmart OBsgins O Contains (O Exact o acute health effect (Training Drink Weter Glossary)
® aquifer (Training Drink Water Glossary)
[use wideards & Best Available Technology (Training Drink Water Glossary)
or o chronic health effect (Training Drink Water Glossary)
Range - Begin: |a |v|End [z [v o coliform (Trsining Drink Water Glossary)
(B - * community water system (Training Drink Water Glossary) |
 compliance (Training Drink Water Glossar 3
O Specific LD « contami m( (Tralnlrg\g Drirk Water GInssst;)
ar * cryptosporidium (Training Drink Water Glossary)
(@ Uss advanced fiters only . Wt (Training Drink Water Glossary)
o distribution system (Training Drink Vater Glozsary)
Object Class: o exemption (Training Drink Water Glossary)
cmbramer raining. thes P o finished water (Training Drink Water Glossary)
dmann training thes o giardia lamblia (Training Drink Water Glossary)
DRedmon Hierarchy v & ground water (Training Drink Water Glossary)
T o health advisery (Training Drink Water Glossary)
: * inorganic contaminanits (Training Drink WWater Glossary)
Science ® microorganisms (Training Drink Water Clossary)
[Water ® monitoring (Training Drink Water Glossary)
. i ity water system (Training Drink Watst Glossary)
e organic contaminants (Training Drink Water Glossary)
« pathogen (Training Drink Yater Glossary)
® primacy state (Training Drink Water Glossary)
Sub-Element Filters o public notification (Training Drink Weter Glossary)
e o radionuclides (Training Drink Water Glossary)
 raw water (Training Drink Water Glossary)
Status Filters o sample (Training Drink Water Glossary)
EIF ing Options * sanitary survey (Training Drink VWater Glossary)
* secondary drinking water standards (Training Drink Water Glossary)
® sole source aquifer (Training Drink Water Glossary)
 source water (Training Drink Water Glossary)
& surface water (Training Drink Water Glossary)
* transient, non-community water system (Training Drink Water Glossary)
* treatment technique (Training Drink ¥Water Glossary) [
&) Done S & Internet

1.5 Logging out of a Vocabulary

To log out of the vocabulary and the system, click the LOG OUT at the right upper corner
of the screen.

2.0 CREATING AND MODIFYING GLOSSARIES AND LISTS OF
TERMS & DEFINITIONS

Many of the vocabularies in the Terminology System are simple terms and definitions. These
vocabularies may be entries extracted from EPA environmental glossaries, which are terms and
definitions in a particular domain.
This training will teach you how to:

Add terms and definitions to an existing vocabulary

>
» Add definitions to an existing term in the Terminology System
» Delete terms and definitions

21 Adding Terms and Definitions to an Existing Vocabulary

Select the Training Taskview.

Click on ADD from the top menu bar.
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Select your Term-Definition vocabulary from the pick list.

Definition

Example: JSmith Term-

{@ Add ltem - Microsoft Internet Explorer

© File Edit Wiew Favorites Tools  Help

eBaEk - Q @ @ (h psaarch *Favnmtas & D/:iv :\g - I_J @ﬁ b 8

¢ adress | €] hitpssifetss.epa.govithes/add_term_nput asp

Taskviews  Seard

Add ltems

Add tem Form

Synaptica® from Dow Jones

Tree Browse  A-Z Browse  Add | Reports

Object Class

Synaptica ® Seftware Cop

- - Select Object Class - - hd

- - Select Ohject Class - -
ambramer_training_thes
dmann_training_thes
DRedmon Hierarchy
DRedmon Term-Defintion
ghodige_training_thes
Glossary Training

>

ny. Inc. Al Rights Reserved.

JHazkell Hierarchy
JHaskel Term-Definition
jsweeney_training_thes
WBreidenstine Hisrarchy
WBreidenstine Term-Defintion
KEllis Hierarchy

HElii= Term-Defintion
LBauder Hierarchy
LBauder Term-Definition
LSpencer Hierarchy
LSpencer Term-Detindion
Ispencer_training_thes
WMHomizck Hisrarchy
MHomiack Term-Definition
MHurd Hierarchy

MHurd Term-Definition
mkeenan_training_thes
MHeenanGlossary
MPendleton Hisrsrchy
MPendleton Term-Defintion
impendieton_training_thes
RRutkowski Hierarchy

FRutkowski Term-Defintion hd

&] vone

The page will refresh with an Add Items display.

S & Internet

Enter the term into the Descriptor field. For this example, enter BRACKISH WATER.
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‘@ Add lem - Microsoft Internet Explorer u@]m
'ifa

i Fle Edt View Favortes Tools  Help

: eﬁatk ) \ﬂ @ h /,_‘lsearch ‘?:“:{Favnr\tes & (- jg = _] @ @3
address (] https:jetss. eps. govithes]sdd_term_npLt. asp?vFromRelurid=8mode=normalidesc= B> E
~
Synaptica® from Dow Jones
Taskviews Search Tree Browse A-Z Browse Add Reports Toals Admin
Add ltems

Add ftem Form Recently Added kems

OhiectCase s T[]

Sub-Elements L

Ie=wior Brackish Water

Deft:

Def2:

Def3:

Def#:

Def5:

Source Hote:

Scope Note:

Editorial Hote:

ElAdministrative Attributes:

Approval:

Workflow:

Language:

Locked:

BLAT: ves (Mo [v]

& S & Internet

Click on the ADD ITEM button, which is displayed at both the top and bottom of the screen.

If the term already exists in the selected vocabulary, the system will alert you with the
statement: “error - unable to save term. An active term with the descriptor “Brackish water”
already exists in the object class”. If you receive this message, check to make sure that you
have selected the correct vocabulary (object class) and that you have correctly spelled the term
you wish to enter.

Once the term is added, the screen will automatically refresh to show the new term on the Add

Iltems screen. Note that the term is also listed as a “Recently Added Term” on the right side of
the screen.

2.2 Adding Definitions to an Existing Term

Select the Training Taskview.

Click on SEARCH.

Enter BRACKISH WATER in the search box.

Select the Exact Search Model.

Select the vocabulary (object class) where the term is recorded (if you know it, otherwise

the search defaults to search in all object classes). In this example, select your Term-
Definition vocabulary.
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L@ Headword Advanced Search Form - Microsoft Internet Explorer M

{ File Edb View Favorites Tools  Help ]
eBatk - \) B @ \{b piearth *Favnntes & @v ,{} - D @ @3
: address & https:jjetss.epa.gov/thes/ssarch_headword_input_adv.asp B> E

Synaptica® from Dow Jones

Search

Search Type rch Results

Search Phrass: brackish water
@ smat O Bedins (O Contains () Exact
[use widcards

or

() Range - Begin: Enict
o

Ospecificun: |

or
(O Uss advanced fiters only

Object Class

ambramer_training_thes !E!
dmann_training_thes

DRedmon Hierarchy

DRedmon Term-Defintion
hodge:_training_thes

Glossary Training [»]

ategory.

Start Search Reset Search

Sub-Element Filters
ate filters
Status Filters

EF ing Options
Start Search Resel Search
)
& S & Internet

Click START SEARCH

All records containing the search term appear on the right side of the page, with respective
vocabularies (object classes) in parentheses after each term.

Lﬂ Headword Advanced Search Form - Microsoft Internet Explorer M
© Fle Edt Wew Favorites Tools Help [
Qi O BB G| P e @ 25 B LUOH S
 address | € hitpsiffetss.epa.gavithes(search_headword_input_adv.asp | B
~
Synaptica® from Dow Jones 9 Log Out Help =
Search Type Search Results
Search Phrase: brackish water « Brackish Water (DRedmon Term-Definition)
(@ smart (O Begins (O Cortains () Exact
[Juse widcards 1kems Found
or
O Range - Begin End'
or
o
(O Use advanced fiters only
Object Class: 1
ambramer_frainng_thes
dmann_treining_thes
DRedmon Hirarchy
ategary.
Science
wster
Start Search Resst Search
Sub-Element Filters
Date filters
Status Filters
Options:
Start Search Reset Search
)

&) pone 8 @ nternet
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Click on the desired term.

An Item Summary window will appear.

(]
4

= [

€ -

: ‘ ] https:/fetss.epa.gov - ltem Summary “"Brackish Water” - Microsoft Internet Explorer g@

: ~

Item Summary Relationships
i ad v Go
: Deseriptor Brackish Water ]

Object DRedman Term-Defintion AddiEdit Relationships ] [ Tree Yiew
Categories

Status Active; Candidate; Preferred; Unlocked
uip 1003522

Created dredimon 8/4/12008 12:13:27 PM Brackish Water
Modified dredman /472008 12:39.43 PM

Wersion 7.0.1 Log Dut Help.

(@) Limit ta Taskvigw (O Show All

Top Level Parents

[ save | [Addnew | [ subsume_|

(CFefresh_| ([ categerics | ([ristory_| Parents

[Deactiva1e] [ Delete ] [ ] Children

Sub-Elements

D==Ereiog Brackish YWater
Variants
=i A Body of Water containing
both Fresh and Salt VWater,

Def2:

Def3:

Def4:

Def5:

Source Note: [vl

&] Done S @ Intermet
Start Search Reset Search

v

&] vone S & Internet

Enter a definition in the Def1 field. For this example, enter “A Body of Water containing
both Fresh and Salt Water.”

Click SAVE.

The definition has been saved when the Modified field has updated to reflect the change.

2.3 Deleting Definitions and Terms

To Delete a definition only:

Select the Training Taskview.

Click SEARCH.

Enter the term BRACKISH WATER.

Select the Exact Search Mode.

Select the vocabulary (object class) where the term is recorded (if you know it, otherwise

the search defaults to search in all object classes). In this example, select your Term-
Definition vocabulary.
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Scroll down to the bottom of screen and click START SEARCH.

All records where the term appears are displayed on the right side of the page, with the

respective vocabulary (object class) in parentheses after each term.

Click on't

he desired term.

The Item Summary window appears.

Insert the cursor into the Defl field, highlight the definition, right click, and select CUT to

B[

| https:/fetss.epa.gov - ltem Summary "Brackish Water" - Microsoft Internet Explorer
: -
: Item Summary r Relationships
Ad
Deseriptor Brackish Water
ﬁ Object DRedman Term-Defintion Add/Edit Refationships | [ Trae view
Categories
d @ Limit to Taskwiew O Shaw Al
Status Active; Candidate; Preferred; Unlocked
uin 1003522
Created crechmon 9042008 12:19.27 P Brackish Water
Modified drediman 8412006 12:35:43 FM
Top Level Parents
[ save | [[addNew | [ suksume_|
[_Retresh_] [ categories | [_History ] Parents
[[Deactivate | [Ceetz | [ J Children
Sub-Elements.
D=sciion) Brackish Water
Variants
Deft:
Cut
Def2: Copy
Def: Delete
Edit with Altova ¥MLSpy
Defd:
Select Al
Def5:

Source Hote:

] Cuts the selection

and puts it on the Clipboard,

S @ Intermnet

Start Search Feset Search

&) Done

Click SAVE.

S & Internet

The definition has been deleted when the Modified field has updated to reflect the change.

To Delete a term:

Follow the steps above for locating a term in a particular vocabulary.

Click on the desired term. In this example, select BRACKISH WATER (your Term-
Definition).

Select the term.
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The Item Summary window appears.

Click DELETE. Delete is highlighted in red font on the item summary page.

A confirmation message appears.

Click YES to confirm.

NOTE: The term and all its information will be retained in a deleted status. To restore a deleted
term to active status, choose the RESTORE button. This button only appears in records of
terms that have deleted or deactivated (temporarily unavailable) status. Only administrators can
restore deleted or deactivated terms. If you ever have trouble locating a term that you think
should be in the vocabulary; contact the administrator and have him/her search for the term in
deactivated status. Only administrators can view terms in this status.

24 Adding and Deleting categories to an existing term

Select the Training Taskview.

Click on SEARCH.

Enter BRACKISH WATER in the search box.

Select the Exact Search Model.

Select your Term-Definition from the list of vocabularies (object class).

Click START SEARCH

All records containing the search term appear on the right side of the page, with respective
vocabularies (object classes) in parentheses after each term.

Click on the desired term.

An Item Summary window will appear.
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@ Headword Advanced Search Form - Microsoft Internet Explorer

. é %] https:/fetss.epa.gov - tem Summary T!racki:h Water" - Microsoft Internet Explorer
|

ObE

B

~
: Item Summary Tl
iad ; "
Deseriptor Brackish Water
ﬁl Object DRedmon Term-Detintion Add/Edit Refationships | [ Trae view
Categories
d @ Limit ta Taskview O Show Al
Status Active; Candidate; Preferred; Unlocked
uD 1003522
Created crechmon 9042008 12:19.27 P Brackish Water
Wodified dredmon 5412008 12:35:43 PM
Top Level Parents
[ save | [[addNew | [ suksume_| A
[_Retresh_] [ categories | [_History ] Parents
[ Deactivate | [ peets | [LRestore ] Children
Sub-Elements
D=sciion) Brackish Water
Variants
o= A Body of Water containing
both Fresh and Salt Water
Def2: ‘ |
Def: ‘ |
Defd: ‘ |
Def5: ‘ |
Source Hote: ‘ | [ll
Done S @ Intermnet
&l
Start Search Reset Search

&) Done

Click CATEGORIES

@ Headword Advanced Search Form - Microsoft Internet Explorer

S & Internet

~
Item Summary 3

4 & https:/fetss.epa.gov - ltem Summary “Brackish Water” - Microsoft Internet Explarer
I

i ad

|| Deseriptor Brackish Water
Object DRecimon Term-Defintion
Categories
Status. Active; Candidats; Praferred; Unlacksd
ui 1003522
Created credmon 3/452008 12:18:27 P
Modified credmon 97452008 12:39:43 PM

Save At M

AddiEdit Relationships ] [ Tree Yiew

(@) Limit ta Taskeizw () Show &1l
Brackish Water

Top Level Parents

Source Note:

Parents
Deactivate Delete Restore Children
Sub
Descriptor: Brackish VWater
Variants
Dett: A Body of Water containing
bath Fresh and Salt VWWater,
Def2: ‘ |
Def3: ‘ |
Defd: ‘ |
Def5: ‘ |

BDE

1 Log Out Help.

|

] Done

S @ Intermet

Start Search Reset Search

&] Done

The right frame will now present a list of categories.

S @ Interret
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w
"

) https:/fetss.epa.gov - ltem Summary "Brackish Water" - Microsoft Internet Explorer g@
H A
Item Summary 1| Categories _
: ad - B ~| B o
i Descriptor Brackish Water s
o Object DRedman Term-Detintion kis \ — T 2]
Categories [ Seience .
Status: Active; Candidats; Praferred; Unlacksd [ water
uin 1003522
Created dretiman 8412006 1218:27 P [[] Select &1l / Clear &l
Modified dredmon 9412008 123943 PM
Apply Ta b Terms? Mo (O
[ Save ] [ At M ] [ Subsume ] A ply To Narmower Terms? - @No O Ve
[_Refresn_| [_categories | [ History |
Updste Categories:
[ Deactivate ] [ peete_ ] ( |
Sub-Elements:
Descriptor: Brackish VWater
Dert: A Body of Water containing
bath Fresh and Salt VWWater, L
Def2:
Def3:
Defd:
Defs:
Source Note: =
] Done S @ Intermet
Start Search Reset Search
.V
&] javascript:dd(1003522) S @ Interret

If categories are already applied to the term there will be a check in the box next to the category
name. To add a category, select 1 or more categories that apply to the term. To delete a
category, de-select the category. Click UPDATE CATEGORIES. The system will refresh.

Click SAVE

3.0 CREATING AND MODIFYING TAXONOMIES AND THESAURI

The Terminology System also includes terms in hierarchies, such as taxonomies and thesauri.
This training will teach you how to:
» Add terms to an existing hierarchy
» Add relationships between terms that are already in a hierarchy
» Modify relationships
3.1 Adding Terms to an Existing Hierarchy
Enter the appropriate Taskview. In this example, click on the Training Taskview.
Click the ADD button.

The page will refresh with an Add Items display.
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Select the object class from the drop down. For this example, use your Training
Hierarchy.

Enter all of the details for the new term. For this example, use the descriptor name HOME
ENVIRONMENT and the definition text, “ENVIRONMENT IN THE HOME”.

‘@ Add ltem - Microsoft Internet Explorer u@]w
© Fle Edt vew Favores Took Help i
- A D) s 2y - 3 3
: QBaEk J \ﬂ @ )| ) seach ¢ Favartes ) g 5 @ ﬁ 3
¢ address | @) httpssjjetss epa. qovithes/add_term _input asp?vFromRelunid—amode—normalidesc— w G
_ ~
Synaptica® from Dow Jones m
Taskviews  Search  Tree Browse A-ZBrowse Add | Reports Tools  Admin
Add ltems
Add tem Form Recently Added tems
Object Class mkeenan, _training_thes [
Add tem
Sub-Elements
Descriptor: Home Environmert
Scope: Environmert in the home
El Administrative Attributes:
Approval: Candidete |
Workflow: Mormal | v
Language: English ||
Locked: Unincked v
BLAT: Oves BNo
BTH: Oves @No
Add tem
Symaptica ® Software Capyright © 1935-2009 Daw Jones & Company. Inc. A Rights Reserved. DOWJONES
v
& S B Internet

Click on the ADD ITEM button, which is displayed at both the top and bottom of the screen.
The system will check to make sure that there are no duplicates of the new term in the
vocabulary before the term is accepted.

The screen refreshes to a clean Add Item template with the new term listed as a “Recently
Added ltem” to the right of the screen. The term may be clicked on to review its record.

3.2 Adding Term Relationships

In this example, add the term “HOME ENVIRONMENT” in an NT (narrower term) relationship to
“‘CHILDREN’S HEALTH.”

Enter the appropriate Taskview. In this example, click on the Training Taskview.

Click SEARCH. Enter the term CHILDREN’S HEALTH in the search box. Select your
Training Hierarchy from the object class pick list and then click START SEARCH.

The results of the search will appear on the right panel of the screen. Select the appropriate
term. An Item Summary popup window will appear.
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a NE=

E
: H
: i 0 " B (e
) https:/fetss.epa.gov - ltem Summary “children's health” - Microsoft Internet Explorer g@
Ll ™
: Item Summary Relationships
Ad
Deseriptor children's health
2::&1:[ ) mkesnan_training_thes Add/Edit Refationships | [ Trae view e Andarzon Farmi
1 egories
d @ Limit ta Taskview O Show Al
Status Active; Candidate; Preferred; Unlocked
uD 757956
Created mkeenan 11/9/2008 45100 AM children’s health
Wodified nandsrson 17152008 3:08:02 P
Top Level Parents
[ save | [[addNew | [ suksume_|
[_Retresh_] [ categories | [_History ] Parents
[ Deactivate | [ peets | [LRestore ] Children
Sub-Elements
Deseripter: [ pildren's haalth 3
Variants
Seope:
El Administrative Attributes:
Approval: Canvidste ||
Workflow:
Language: Engish
Locked: Unlocked
BLAT: Oves @ho
BTH: Oves @No
o]
&) S @ Intermnet
Start Search Reset Search
]
&) Done S & Internet

Select the ADD/EDIT RELATIONSHIPS button in the right frame.

Enter the term HOME ENVIRONMENT into the search phrase box and click the

SEARCH button. The system will check to see if the term already exists. All records where the
term appears are displayed, with the respective vocabulary (object class) in parentheses after
each term. If the system finds that the term does not exist, the system will ask if you want to add
the term.

Press the Add Item button, or click on the term you need.
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@ Headword Advanced Search Form - Microsoft Internet Explorer

) https:/fetss.epa.gov - ltem Summary “children's health” - Microsoft Internet Explorer uw
I ~
Item Summary || Searchfor relatedterms
Ad = _
Deseriptor children's heatth Search phrase: ‘hnma environment |
Qby=ck mkeenan training thes (O Smart () Begins () Cortains () Exact Dbjest Class filter]
Categories Searching all permissible abject classes
Status Active; Candidate; Preferred; Unlocked Hame Envirarment (mkeeran_training_thes)
uin 767556
Created miceenan 11972006 4:51:00 AN
Modified nanderson 14 5/2008 3:08:02 P
[ save | [[addNew | [ suksume_|
[ Refresh ] [ Categories ] [ Histary ]
[[Deactivate | [Ceetz | [Lestore ] #dd Relationship
Azsign refationship
Sub-Elements.
Descriptor: =|| Current Relationshi

children's health ‘

Scope:

El Administr ative Attributes:

Approval: Condicate ||

Workflow:

Language: English
Lockett:

BLAT: Oves @ho
BTH: Oves &N

& Done S @ Intermnet
Start Search Reset Search

&) Done S & Internet

The right frame will now present your options to assign and then add a relationship Type.

@ Headword Advanced Search Form - Microsoft Internet Explorer

o&

. | €] https:/letss.epa.gov - ltem Summary "children’s health” - Microsoft Internet Explorer
I

~

: Item Summary || searchfor related terms

: ad| N N v|EY o
Deseriptor children’s health Search phrass: |home environmert | u a
Object mkeenan_training_thes

(O Smart (%) Begins () Cortains () Exact Object Class filter]

I

Categories Searching all permissible object classes
Status Active; Candidate; Preferred; Unlocked Fiome Ermirorment (mkesran training fies)
uD 757956
Created mikeenan 11/8/2006 4:51:00 AM
Modified nandsrson 1/15/2008 3:08:02 P
[ save | [ addNew | [ suksume |
[_Retresh_] [ categories | [_History ]
[[Deactivate | [Cee= | [Lfestore ] dd Relationship
Assign relationship: | B
Sub-Elements
Deseripter: [ piaions health ‘ =|| currentRelationships
Scope: Home Envirenment (mkeenan_training_thes)

[l Administrative Attributes:

Approval: Candlidete

Workflow: [Mormal |

Language:

Locked:

BLAT: Oes ®MNo

BTH: O Yes @No —

& Done S Intermnet
Start Search Reset Search

&] Done S B Internet

Select the NT relationship type and click ADD RELATIONSHIP.
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You have now created your first relationship: CHILDREN’S HEALTH NT HOME
ENVIRONMENT

To view the changes, click on the term Childrens Health which should be listed under
Current Relationships .

The system will automatically build the reciprocal relationship HOME ENVIRONMENT BT
CHILDREN’S HEALTH.

To add another term relationship to the term Home Environment, enter another term in the
search phrase box and repeat the directions above to choose and add the new relationship.

3.3 Modifying Term Relationships

To edit or delete a relationship link for a term, bring up the relevant item in the Item
Summary popup window. For this example, bring up the term “HOME ENVIRONMENT.”

Click on the relationship abbreviation of the relationship link you want to change.

For this example, select BT.

Depending on the type of relationship selected, a Relationship Edit Options window opens with
the appropriate editing fields in the pane.

& 25
: '1::
: @ https:/fetss.epa.gov - Item Summary “children’s health™ - Microsoft Internet Explorer g@
é Item Summary ias Relationship Edit Options
ﬂ Descriptor children’s health
Object mkeenan_training_thes children's heatth
. NT Home Enviroment
ﬁ Categories
Status Active; Cancidale; Preferred; Unlocked
=, 767956 Change Relationship to:
Created mieenan 11/9/2006 4:51:00 AM
Wodified nanderson 17162008 11:02:42 AM g:e
[Csave_| [Cadansw | [(Subsume_| l
[_Refresh_] [ categories | [_History_]
[ Deactivate | [ peets ] [ |
Sub-Elements
Deseriptor: | hildren's health OR
ElAdministrative Attributes:
Approval: Convidste ||
Workflow: Normal v
Language: Engish  [w]
Locked: Unlocked [
BLAT: Oves @No
BTH: Oves @No L
.V
&] A B Intemet
.V
&] Done S @ Internet
Relationships between terms can be either CHANGED or DELETED.
A s ..
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To Change a relationship:
Change the relationship type and click on the CHANGE LINK button.

For this example, change the BT relationship to RT by clicking on RT and then the
CHANGE LINK button.

You will see a prompt asking if you are sure you want to make the change. Click OK.

A screen will appear exhibiting the change you have made. You may click on either term to
view more detail, or click REFRESH in the Item Summary.

To Delete a relationship:

Display the term in the Relationship Edit Option Screen as above. For this example, we

will delete the relationship between the terms “HOME ENVIRONMENT” and “CHILDREN’S

HEALTH.”

Select the DELETE LINK button.

You will receive a prompt asking you to confirm that you want to delete the relationship. Click
OK. You will receive a confirmation message that the relationship link is deleted.

Ll
I
i Ui
» €
. Iem Summary Search for related terms
% bescriptor children’s health TS
ﬁ Object mkeenan_training_thes QO 'smart @ Begins () Contains () Exact Object Class fiter]
Categories Searching all permissible object classes
Status Active; Candidate; Preferred; Unlocked
uin 767956
Created mkeenan 11/3/2006 4:51:00 AM
Wodified nanderson 17162009 11:02:42 AM
[ sae ] [LAddhew | [ Subsume ] Microsoft Internet Explorer
[ Refresh | [ categories | [ History |
l Deactivale ] l Delele ] l ] \?/ Are you sure you want to remove the relationship to this kerm?
Assign -
Sub-Elements: relationshi
:
Deseripter: | pilgren's health &
urrent
Seope: Heome Environment tmkeenzn_training_thes)
ElAdministrative Attributes:
Approval: Candidate v
Workflow: Mormal | %
Language: Engish | w
Locked: Unlocked v
BLAT: Oves @
BTH: Oves @ho
&) S Intemet
v
&] Done S & Internet
To view the change, click on REFRESH in the Item Summary window.
A y ..
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4.0 PUBLISHING A VOCABULARY

A vocabulary can be compiled and saved on a hard drive for publishing, sharing, or record-
keeping purposes. Publishing a vocabulary requires two steps—creating a report and outputting
the report in the desired format.

To Create areport:

Click on a Taskview. In this case, the Training Taskview.

Click on REPORTS in the top menu bar.

‘a Report Menu - Microsoft Internet Explorer [._]@]w
Fle Edt View Favortes Tooks Help w
\ A ) 7y 2 B = @ i
Qe - () \ﬂ @ ()| ) search 5 Favortes )| (- - ol % ks
acddress | €] https:ietss.epa.gavithesfreport_menu.asp B E
Synaptica® from Dow Jones
Taskviews  Searth  Tree Browse  A-ZBrowse Add  Reports | Tools  Admin
Report Menu
Reports:
& Alphabetical
e Hierarchical
* Exceptions
» Tabular
& Term Events
& Event Statistics
& Event Log Details
& Reporting Events
Synaptica ® Software Copyright @ 1395-2008 Dow Jones & Company, Inc. 41 Rights Reserved DOWJONES
&] Done ) & Internet

To obtain a glossary and key word list:

Click ALPHABETICAL VIEW from the Reports Menu.

The Alphabetical Report screen appears

Ensure that the “use advanced filters only” radio button is selected.

Select a Vocabulary (Object Class) to output. For this example, select your Term-
Definition vocabulary.
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‘@ Alphabetical Report - Microsoft Internet Explorer u@]w
'ifa

i Fle Edt View Favortes Tools  Help

B - a o >
- ) <7 r; -~ - 38 @ -
: e Back * () \ﬂ @ (p) | O ssarch ¢ Favorites {2 = _I S 8 ks
address (] https: jetss.epa.govireportsfalpha_thes_inpLt.asp B> E
~
Synaptica® from Dow Jones
Taskviews  Search  Tree Browse A-ZBrowse Add = Reports | Tools  Admin
Alphabetical Report
Open Saved Reports 3
Step 1: Define Headword ftems to be Included
Search Type: Search Phrase:
O Smart O Begins (O Cortains () Exact
[] use wildcards:
o
) Range - Beoin: [a ] Ena
o
(%) use the advancedfilters only
Search inthe following Object  [laHurt Term Defintion [
Classes: mkeenan_training_thes
MPenclston Hierarchy =
MPencleton Term-Definition
mpendieton_training_thes |
Search in the following NONE
Categories: Science
Wister
Exclude ltems in the following  [Science
Categories Wter
Only include ltems matching the approval [ 4 [v] Locked: [an [~
following criteria:
9 Status active  [w|  BLAT Ty [v]
warkflow: o [l BTN, an | [v]
&) Done S & Internet

Scroll all the way to the bottom of the page and click CONTINUE.

In Step 4, Click on the “SUB-ELEMENT?” field and select the Def1 field to include the
definitions of the terms in the output. If you want multiple definitions printed, select one
or more of the additional Def fields.

For ataxonomy or thesaurus vocabulary:

Click HHERARCHICAL VIEW from the Reports Menu.

The Hierarchical Report Screen appears

Select your Hierarchy under Object Class in Step 1 and Step 2.

Skip to the bottom of the page and click CONTINUE.

In Step 6, select the sub-elements you would like to include in the output.

For both alphabetical and hierarchical output:

Select HTML as the output format. If the report should appear in plain print format,
uncheck the “DISPLAY RESULTS WITH HYPERLINKS” box; otherwise leave the defaulit.
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‘@ Alphabetical Report - Microsoft Internet Explorer E]
I

i Fle Edt View Favortes Tools  Help u

: G Back () ﬂ IEL‘ , /-‘ Search , Favarites {54) - | ﬁ 3 i Links i @ -
address | @] https:fiekss.eps.govireportsizlpha_thes_sttributes. asp?reportiD=treportDesc=GReportingEventID= v| B e
include WRendleton Term-Definion Edfforial Mafe =
Step 5: Formatting & Output Options
Format Options: G HML
() ¥ML (Syrptica Enhanced ZThes 0.5)
O HML (ZThes 1.0)
() ¥ML (Syreptica RDF/SHOS)
) ¥ML (Syneptica RDFICWL)
(O TSV (Comma Separated Valus)
Qutput Options: [ Display Results with Hyperlinks
Display Ohject
Display Approval Status
[isplay Active/Deleted Status
[ Display NPT Status
[ Display BLAT Status
Display LID
Display Created Lserid
Display Crested Date-Time
[ Display Last Modified Useri
[ Display Last Madified Date-Time:
Display Language
Display Term Type
Display Sort ey
Display Category
[ Insert Blank Line Befare Each Headword
[[Isave selected report criteria with the following name:
v
&) Done S & Internet

Click the CREATE REPORT button.

The report appears in a new window to the left of the screen.

Outputting the vocabulary:
Output your vocabulary by saving the report to your hard drive.
Select the FILE link on the top of the web browser window containing your report.

Click SAVE AS, browse to the folder where you want to save the file, and enter a name
for your report. Ensure the file extension matches the format of your output. In this case,
.HTML or .HTM. Click SAVE.

The file will be saved to your hard drive from which it can be modified, distributed, printed, etc.

Other file formats can be used to distribute the report. For example, the Comma-Separated-
Variable (CSV) format can be saved and then imported into an Excel spreadsheet or an Access
database. XML can be selected to share the output with another application or for use with style
sheets. SKOS (Simple Knowledge Organization System)/RDF format can be selected to
interchange the vocabulary with others and to make it accessible via SKOS-oriented web
services. Microsoft Word or Microsoft Excell are also choices. Additional information about
import and export can be found in the Synaptica Import Guide available from the Terminology
System and Services Resources web site described above in the section “Finding Out More”.
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5.0 SETTING UP A NEW VOCABULARY

The previous functions have been performed on existing vocabularies. If you need to create or
import a new glossary, thesauri, or taxonomy, contact the Terminology Services Coordinator.
The Coordinator will add the vocabulary to the Vocabularies file. In order to expedite this
process, go to the Resources web site and download the template for creating a new
vocabulary. This will provide an example of the information you will need to provide to the
Coordinator.

In addition, the Coordinator will need to know who should have access to the vocabulary and
with which permissions. If there are new users who do not currently have access to the
Terminology System, the Coordinator will need their contact information and a statement about
the reason they will be accessing the Terminology System.
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